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Forward 

Congratulations on your Conservation Innovation Grants (CIG) award! Now that your organization has been selected for a 

CIG award, the hard part begins—delivering on all of the wonderful things you proposed to do in your application! Lucky 

for you, we at NRCS are here to help. 

CIG is co-administered by the CIG programs staff and grants and agreements staff. Through the life of your project, you 

will interact with both groups in order to successfully carry out your project, and to successfully be paid for doing so. 

Federal grant administration is not for the faint of heart, so we developed this guide to help you navigate your 

responsibilities as a CIG grantee. If you have any questions, please do not hesitate to reach out to us.   

Kari Cohen 

Director – Conservation Innovations Team 
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Signing Your Agreement and Starting CIG Projects 

After NRCS announces the annual slate of CIG awardees, a Grants Management Specialist (GMS) will contact 

each awardee and send along the grant award package.  At a minimum, your award package will include an NRCS-

ADS-093 (Notice of Grant and Agreement Award) form, Statement of Work (taken from the project proposal), and 

General Terms and Conditions. 

Please review the award package for accuracy. Contact the grants management specialist immediately if you have 

questions or find any errors in your package. Once satisfied with the documents, please sign and send the NRCS-

ADS-093 form back to the GMS. The GMS will then work internally at NRCS to finalize the package and fully 

execute the grant agreement.  

IMPORTANT NOTE—CIG awards are not fully executed until NRCS leadership signs the NRCS-ADS-093 and 

sends the fully signed document back to the awardee. Do not begin work until you receive a fully 
executed agreement. NRCS is unable to reimburse for project charges accrued before the date on the fully 

executed agreement. NRCS aims to fully execute all awards within 30 days of forwarding the award package to the 

grantee. We encourage awardees to review your award package and send the signed ADS-093 back to the GMS 

as quickly as possible to avoid any delays in starting your project. 

If it appears as though the agency will be delayed in completing the CIG grant agreements, NRCS may offer 

grantees the option of requesting a pre-award letter, which authorizes project expenditures for a given period of 

time prior to completion of the grant agreement. NRCS will contact awardees if pre-award letters are authorized in 

any given year.  

Again—without a fully executed grant agreement, please do not begin work on your 
project. When in doubt, please ask! 
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Official Grant Project Contacts 

Technical Contact 

NRCS assigns a technical contact to each CIG project. NRCS makes assignments based on technical specialty and 

also takes into account geographic proximity to the project. 

NRCS technical contacts help ensure that grantees complete the deliverables included in their grant agreement. 

Technical contacts review semi-annual reports, keep in regular contact with grantees, assess project progress, and 

provide feedback to CIG program staff and the grantee. At the conclusion of the project, the technical contact 

evaluates the results of the project and makes recommendations for any next steps by the agency for incorporating 

project successes or results into agency operations.  

Technical contacts must receive copies of the following documents from grantees: Semi-annual progress reports, 

final reports, and agreement modification requests. 

NRCS each year tries to make available to CIG technical contacts a limited amount of travel money for contacts to 

conduct project site visits.  

Administrative Contact 

The NRCS Grants & Agreements staff assigns an administrative point of contact to monitor your project for 

administrative compliance. The assigned administrative contact is listed on the NRCS-ADS-093 form in block 8.  

The administrative contact will administer amendments, budget changes, extensions, changes in scope of work, 

etc.   

Grants & Agreements staff (though not necessarily the assigned staff member) review CIG Requests of 

Advancement or Reimbursements (SF-270s, see page 6) and work with CIG program and NRCS financial 

management staff to process payments. Grants & Agreements staff also review all financial reports and progress 

reports, review required audits for compliance, and upon grant expiration initiate closeout procedures. 
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Requests for Advances and Reimbursements 

NRCS CIG payment requests are submitted by grantees each quarter on a reimbursable basis. In cases of 

hardship, grantees may request monthly reimbursements, but such a change must be requested by the grantee and 

approved by CIG program staff.  The grantee may also request advances in cases of hardship or special 

circumstances – please contact the CIG team.  Advance payment requests require the approval of CIG program 

staff. 

Both advance and reimbursement requests are submitted using the SF-270 form and must be accompanied by 

documentation supporting the amount requested.  Refer to Appendices A and B for information on correctly 

completing the SF-270 form.  All CIG project funds must be expended within 90 days after the award expiration 

date. Refer to the NRCS General Terms and Conditions, Part V (attached to your grant agreement) for additional 

information regarding payments.   

Send all SF-270 advance and reimbursement requests to two email addresses: 

 Grants & Agreements payment request inbox: EastAgmtPayRequests@wdc.usda.gov 

 CIG program inbox:  nrcscig@wdc.usda.gov  

NRCS strives to complete payment requests within 30 days. Grants & Agreements staff process all requests before 

sending them to CIG program staff for certification and uploading to NRCS Accounts Payable. Once uploaded, 

payments are made within 5-10 business days. 

  

https://www.gsa.gov/portal/forms/download/116026
mailto:EastAgmtPayRequests@wdc.usda.gov
mailto:nrcscig@wdc.usda.gov
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Reporting Requirements 

Grantees are responsible for submitting regular progress and financial reports, as outlined in the NRCS General 

Terms and Conditions, Part VII. An overview is below. 

Project Progress Reports  

Twice a year, grantees submit progress reports that document project progress toward deliverables, challenges or 

delays, goals (met and unmet), and any other pertinent information (analysis, explanation of cost overruns). The 

report should also include any preliminary results related to practice standard revisions, completed or promising 

products, press releases for interim successes, and news articles highlighting the project. Semi-annual reports must 

include a list of EQIP-eligible producers (names only) involved in the project.  

Submit semi-annual progress report in accordance with the following schedule. 

Progress Report Period     Report Due Date 

October 1 - March 31     April 30 

April 1 - September 30     October 31 

Semiannual reports must be submitted to both the project technical contact (see page 5) and the CIG inbox - 

nrcscig@wdc.usda.gov 

Appendix D contains a semi-annual progress report template. 

 
Financial Reports 

Grantees must submit the Federal Financial Report form SF-425 in accordance with the following schedule (refer to 

NRCS General Terms and Conditions, Part VI). 

Progress Report Period     Report Due Date 

October 1 – December 31      January 31 

January 1 – March 31     April 30 

April 1 – June 30       July 31 

July 1 – September 30      October 31 

The SF-425 must be submitted to the CIG inbox and to the project’s Administrative Contact. Instructions for 

completing the SF-425 is in Appendix C. 

 
 

mailto:nrcscig@wdc.usda.gov
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Final Report 

Grantees are required to submit a final project report within 90 days of the project’s end date. The final project 

report summarizes the project's results and describes methods, quality control, findings, and recommendations.  

NRCS publishes all final reports on the CIG website. As such, final reports should be written for a wide audience 

and must not include any Personal Identifiable Information (such as names of agricultural producers, addresses, 

financial information, propriety business information, social security numbers, etc.). 

On the CIG grantees' web page, sample final reports will be posted to provide grantees examples of well-received 

reports. Again, final reports should be relatively brief and explain project results and challenges to the public and 

stakeholders in easy-to-understand language. NRCS technical experts may request additional details and technical 

information from the grantee at any time.  

  

https://www.nrcs.usda.gov/wps/portal/nrcs/detail/national/programs/financial/cig/?cid=stelprdb1045412
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Agreement Modifications 

In the course of CIG projects, grantees sometimes find it necessary to request modifications to their grant 

agreement. Refer to NRCS General Terms and Conditions, Part IV (included in your grant agreement) for additional 

information and the Award Modification Checklist in Appendix F.   

Examples of modifications include: 

 No-Cost Extensions - Grantees may request a no-cost to allow additional time beyond the established 

expiration date.  The extension is to ensure adequate completion of the originally approved project.  No 

additional funding will be added to the award to allow for completing the project during the extension.  

 

The fact that funds remain at the expiration of the grant is not, in itself, sufficient justification for an 

extension without additional funds.  Normally, no single extension may exceed 12 months and only in 

exceptional cases will more than one extension be considered. 

 

 Budget Changes - In general, CIG recipients are allowed a certain degree of latitude to re-budget within and 

between budget categories (found of the SF-424A) to meet unanticipated needs and to make other types of 

post-award changes. Some changes may be made at the recipient's discretion as long as they are within 

the limit of 10% of the total award established by NRCS. 
o For example, NRCSs allows for discretionary changes to the budget up to 10% of the total award 

amount on a total award of $100,000. A line-item change of $1000 from out-of-town to local travel 

within the “travel” cost category would be allowed because it was within a single cost category and 

it did not exceed the 10% threshold of $10,000 (10% of the total award of $100,000).  

 

 Change in Scope of Work - Please coordinate any changes in your scope of work and or deliverables with 

the NRCS technical contact assigned to the project.    

 

 Change in Project director/Key Personnel - If the approved project director severs his or her connection with 
the recipient or otherwise relinquishes active direction of the project (either permanently or for a continuous 
period of more than 3 months or a 25 percent reduction in time devoted to the project), then the recipient 
must get prior approval for a reduction in time or a replacement project director. In lieu thereof, the recipient 
has the option to relinquish the award (in which case the award will be terminated by mutual agreement, in 
accordance with 2 CFR 200.339. 

We recommend submitting all modifications as soon as possible.  However, all modification requests must be 

submitted no less than 30 days before the grantee would like to see the modification take effect. All modification 

requests must be submitted to: 

 Technical contact 

 CIG inbox (nrcscig@wdc.usda.gov)  

 Administrative contact (NRCS-ADS-093 form in block 8) 

The project’s technical contact must approve all requests for modifications before the Program and Administrative contact can 
approve and process any requests.   

mailto:nrcscig@wdc.usda.gov
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Environmental Compliance and Cultural Resources 

 

Every NRCS funded conservation project that involves ground disturbance activities, is subject to the National 

Environmental Protection Act (NEPA). As part of NRCS’s effort to comply with NEPA, each ground disturbing CIG 

project must undergo an Environmental Evaluation (EE) before commencing. CIG EEs are completed by NRCS 

state office staff in the relevant project states. After the grant agreement (NRCS signed AD-093) is fully executed 

but BEFORE implementation begins, the NRCS state office(s) will contact the grantee to confirm project site(s). The 

state office staff will conduct an environmental evaluation (EE) and prepare the NRCS-CPA-52, EE Worksheet, if 

required. The state office staff may, in rare cases, request that the grantee prepare an Environmental Assessment 

or Environmental Impact Statement. The State Office will inform the grantee when compliance efforts are complete 

and project work may begin. 

If you are NOT contacted by state office and would like to begin your project, please contact NRCS’s National 

Environmental Coordinator:  

National Environmental Coordinator 

Andrée DuVarney  

(202) 384-7408  

Andree.duvarney@wdc.usda.gov 

 

Cultural Resources Procedures 

 

As part of compliance with National Historic Preservation Act the NRCS state office will, after agreement and 

BEFORE implementation begins, determine if any proposed ground-disturbing activities have the potential to cause 

effects on historic properties, conduct field reviews or inspections as needed, and determine project effects. For any 

questions about cultural resources procedures, please contact CIG staff or NRCS's National Cultural Resources 

Specialist: 

National Cultural Resources Specialist 

Dana Vaillancourt 

202-720-4912 

Dana.vaillancourt@wdc.usda.gov 

  

mailto:Andree.duvarney@wdc.usda.gov
mailto:Dana.vaillancourt@wdc.usda.gov
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Public Affairs 

 

Taking advantage of public affairs opportunities is a critical part of being a CIG grantee for two main reasons: 1) to 

spread the word about CIG projects and successes far and wide and 2) to build support for the program from 

stakeholders who are able to see program successes. 

The CIG webpages will house basic information about your project. CIG program staff, working with NRCS public 

affairs staff, may contact grantees to develop blog postings, feature stories, news releases, social media and more 

communications products to highlight project successes. 

CIG grantees should, when feasible, coordinate with the NRCS CIG program and public affairs staff on 

announcements related to the USDA grants. NRCS can provide official logos and photos, program descriptions and 

other relevant agency information.  NRCS and CIG grantees can collaboratively promote CIG project milestones to 

leverage communication resources and reach a wider and more diverse audience. 

At a minimum, please credit the NRCS and the Conservation Innovation Grants program in any posters, 

presentations, papers, news releases or other public information about your project. You may consider using the 

following statement below, if appropriate: 

"This work is supported by the Conservation Innovation Grants program at USDA’s Natural Resources 

Conservation Service.”  

Please submit to technical contacts and CIG program staff any news releases, videos, photos and other media 

about CIG projects.  
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CIG Travel Costs 

 

The CIG funding announcement requires each proposal to include $3,000 for travel “designated by NRCS.” In 

general, the funds are to be used to travel to conferences or meetings where grantees have the opportunity to share 

project progress or results with a wide audience. Examples include the annual Soil and Water Conservation Society 

annual meeting (where NRCS often has a CIG Showcase event), the Conservation Finance Practitioners 

Roundtable, and the National Network on Water Quality Trading. 

Grantees should work with their NRCS technical contact to identify and discuss travel opportunities. 
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Program Contacts 

 

Director, Conservation Innovation Team 

Kari Cohen 

Kari.cohen@wdc.usda.gov 

202-720-6037 

CIG, Program Analyst  

Melleny D. Cotton 

Melleny.cotton@wdc.usda.gov 

202-720-7412 

CIG, Natural Resources Specialist 

Phil (Kipp) Cherry 

Phil.cherry@wdc.usda.gov 

202-720-1845 

CIG Inbox - nrcscig@wdc.usda.gov 

CIG Webpage - www.nrcs.usda.gov/technical/cig  

Grants & Agreements payment request inbox: EastAgmtPayRequests@wdc.usda.gov 

 

 

mailto:Kari.cohen@wdc.usda.gov
mailto:Melleny.cotton@wdc.usda.gov
mailto:Phil.cherry@wdc.usda.gov
mailto:nrcscig@wdc.usda.gov
http://www.nrcs.usda.gov/technical/cig
mailto:EastAgmtPayRequests@wdc.usda.gov
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How to complete the SF 270 – Request for Advance or Reimbursement 

 

To request grant funds, you must use the Request for Advance or Reimbursement, Standard Form 
270 .  We strongly recommend that you use the newest version of the SF 270 form (check the 
expiration date annotated in the upper left corner).  The newest SF 270 form version contains built-in 
calculation features to assist in completing the form correctly. 

Submit your reimbursable request based on actual expenses on a quarterly basis. Please do not make 
monthly submissions, monthly submission are only permitted on a case-by-case basis and require pre-
approval.  If necessary, you may request a funding advance, advancing of funds requires additional 
paperwork and is approved on a case-by-case basis.  Keep in mind that the CIG program does not 
advance more than one month worth of anticipated expenses. 

Narrative and financial reports, as well as payment requests must be timely and properly completed in 
order to avoid payment delays.  Any overdue project and financial reports or incorrect payment request 
forms (e.g. amounts listed are incorrectly summed or required cost-share is not shown) will result in 
payment requests being held until corrected or until additional information is received.  NRCS reviews 
and then forwards certified requests to the Department of the Treasury for final review and payment by 
automatic deposit.  

STEP BY STEP INSTRUCTIONS for SF 270 boxes: 

1. Type of Payment Requested 

a. Check ADVANCE if you wish to receive Federal funds for expenditures you expect to incur 
and pay within one month project period as noted in box #8 "Period covered by this 
request”. Please submit the advance request as early as possible in order to allow for 
review and processing.  Advances should include a written explanation/supplemental 
information and a description of how funds will be expended, these anticipated 
expenditures should correspond to the approved budget and project schedule. The written 
explanation should also include the expected contribution of cost-share funds during the 
month that the funds are being requested. 
 
Check REIMBURSEMENT for reimbursement of quarterly expenditures already spent 
through the grant. If you have received pre-approval for an advance, check both blocks to 
request a combined reimbursement and advance. All costs must be incurred within the 
period of support indicated on the Grant Award Summary or as amended by an extension 
letter signed by the NRCS. At the completion of your grant period, reimbursement funds 
may be requested up to 90 days after the grant period has ended. 

b. Check FINAL if this will be the last or only payment you are requesting on this grant; 
otherwise check PARTIAL. 

https://www.archives.gov/files/nhprc/pdfs/sf-270.pdf
https://www.archives.gov/files/nhprc/pdfs/sf-270.pdf
https://www.gsa.gov/portal/getFormFormatPortalData.action;jsessionid=81D1A9F4C5CA1FCA085B2C64058877E9.$%7bjvm.route%7d?mediaId=30446
https://www.gsa.gov/portal/getFormFormatPortalData.action;jsessionid=81D1A9F4C5CA1FCA085B2C64058877E9.${jvm.route}?mediaId=30446


 

Appendix A 

 

Subheadline of Fact Sheet 

CIG New Grantee Guide 

1
3 

2. Select the accounting method used to record expenditures. If you recognize expenses only as you 
pay them, check CASH. If you recognize expenses before paying them, check ACCRUAL. 

3. Enter "USDA-NRCS-CIG". 

4. Show the 14-digit grant number assigned by the NRCS (see the Grant Award Summary). Please 
make sure this is for the correct grant, if you have multiple grants with NRCS. 

5. Numbered "1" for the first request, "2" for the second, etc. Please note that reimbursement 
requests can be combined and separate requests do not need to be sent for each month or 
quarter. 

6. Enter your organization's Employer Identification Number (EIN), also known as the Tax 
Identification Number (TIN), assigned by the Internal Revenue Service. 

7. May be left blank, or you can insert your own account number for your own tracking purposes. 

8. Enter the expenditure period covered by this payment request, not the entire period of the grant 
(unless this is a one-time request). This expense period must fall within the stated grant period on 
the Grant Award or as amended by an extension letter signed by the NRCS. Each period typically 
follows the previous in a sequential order. 

9. Enter the name and full address of the grantee 

10. Leave blank, as all payments are made by electronic fund transfer 

11. Computation of Amount Requested 

Appendix B of this guide there is a sample of the SF-270 form for the following situation.  The 
Association received a CIG award on October 1, 2016.  Today is April 2, 2017. The association is 
submitting a SF-270 to request the next quarterly reimbursement. Payment number 1 was 
requested for the period covered by 10/1/2016 - 12/31/2016. The Association received a payment 
of $8,278.36 as requested. Payment number 2 in the amount of $6,700.00 is being requested for 
the period covered by 01/01/2017 - 3/31/2017.  Since October 1, 2016, the cumulative cost of this 
project to the Association is $14,978.36. 

a. Indicate all allowable project costs (cost share and NRCS funds) that have been incurred 
and/or paid as of the date listed. Please fill in the "As of date" in box "a."  

The total program outlays to date should include the difference in cost-share from the prior 
request, as well as the prior payments received. For reimbursements, the form should also 
include the current amount requested.  
 
For any subsequent requests, this figure must be cumulative. All costs claimed must be 
allowable and appropriate expense documentation (e.g., timesheets, payroll records, 
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contracts, receipts, invoices, cancelled checks, etc.) must be maintained and available for 
submission upon request but not submitted to NRCS unless requested.  

b. Provide this information only if you received income from program income, such as meeting 
registration fees, etc., that are to be applied to the grant. 

c. Line 11a. minus 11b. 

d. Provide this information if you are requesting a pre-approved advance of NRCS funds to 
cover expenses to be incurred within a one month period as indicated in box 8 "Period 
covered by this request." This is the period during which costs will be incurred and funds 
expended. Line 11d. should usually match line 11i. for advances and should only list the 
Federal funds requested. Advances should also include a supplemental written explanation 
on how funds will be used that corresponds with the approved budget and project schedule. 
Expected cost-share for the advance period should also be shown in this written 
explanation.  

e. The total of lines 11c. and 11d. 

f. Enter the total amount of cost share represented in the amount on 11e. This is required 
for both reimbursements and advances. See the Grant Award Summary and approved 
project Budget Form for the expected cost sharing amount. Cost share is closely tracked 
throughout the project. (Divide the cost-share by the total project costs on line 11e. to see if 
you are currently at the percentage of cost-share required.) If you are not meeting the 
expected cost sharing, you must provide a brief supplemental explanation when 
submitting your payment request. Please explain the shortfall and when you expect 
to make it up.  

g. Subtract line 11f. from line 11e. 

h. Indicate all NRCS funds previously requested for this grant. This should correspond with 
prior request forms. 

i. Show the amount you are now requesting. Subtract line 11h. from 11g. 

12. DO NOT USE THIS SECTION. 

13. Can be manually or *electronically signed by a responsible fiscal agent for the grant.   

*A word of caution regarding electronic signatures – electronic signatures may be stripped 
from your document during the transmission and review process.  NRCS will not process any SF 
270 without a signature.  To avoid delays caused by missing electronic signatures, we 
recommend that you manually sign the document. 
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Once complete, scan it and email the signed form as a PDF to the Payment Team inbox at 
eastagmtpayrequests@usda.gov, and copy the CIG inbox at nrcscig@wdc.usda.gov.   

Keep the original in your files. Please do not mail. Duplicate copies are NOT needed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:nrcscig@wdc.usda.gov
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NRCS CONSERVATION INNOVATION GRANT 

Semi-annual Progress Report 

 

Grantee Entity Name:  

Project Title:  

Agreement Number: 

Project Director:  

Contact Information Phone Number:  

E-Mail:  

Six Month Period Covered by Report:  

Project End Date:  

 

A. Project Status 
1. Summary of progress, including the results to date and a comparison of actual accomplishments with proposed goals 

(milestones) for the period and, where project output can be quantified, a computation of the costs per unit of output. 
2. Current problems or unusual developments or delays. 
3. Reasons why goals and objectives were not met, if appropriate. 
4. Additional pertinent information including, where appropriate, analysis and explanation of cost overruns or high unit 

cost. 
5. Any funded or unfunded time extensions.  
6. Any changes to the project’s original objectives, methods, or timeline with a summary of the justification for the 

changes. 
7. Lessons learned that inform future project activities or broader efforts in the project’s topic area. 
8. Work to be performed during the next six month period. 
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B. Project Results 

1. Any preliminary results that can be used by NRCS for practice standard revisions, new practice standard adoption, 
policy changes, program revisions and training opportunities. 

2. Products, software tools and/or technologies currently ready for adoption and/or transfer. 
3. Potentially promising products, software tools and/or technologies not yet ready for adoption and/or transfer, and a 

description of what is needed to reach that maturity. 
4. Identification of any new data or research needs to inform broader efforts in the project’s topic area. 
5. Project activities that have been featured on recipient or partner websites and success stories that could be amplified 

by NRCS. 
 

C. EQIP Requirements 

Provide the following in accordance with the Environmental Quality Incentives Program (EQIP) and CIG grant agreement 

provisions:  

1. A listing of EQIP-eligible producers involved in the project, identified by name – Do not include personal identifying 
information such as social security number or address;  

2. The dollar amount of any direct or indirect payment made to each individual producer or entity for any structural, 
vegetative, or management practices.  
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Final Project Reports 
Guidance 

Conservation Innovation Grants (CIG) 

Numerous groups, including Natural Resources Conservation Service (NRCS) employees, 

congressional staffers, other government agencies, and non-governmental organizations, take 

interest in the information associated with funded grant proposals to address conservation 

technology and innovation. Information from Final Project Reports assist principal users in the 

technology transfer process. 

Final Project Reports are a permanent record of project accomplishments. Reports are used 

to assess the success of grant program, as an important element in ensuring accountability and good 

management of public funds. Reports are also used to transfer appropriate technology to State and 

Federal agencies for use with agricultural producers.  Please do not include any Personal Identifiable 

Information (PII) in the final report. 

Follow the format below to describe the methodology or procedures used to evaluate the project, 

determine the technical feasibility, and quantify the results of the project for a final report. 

Final Project Reports 

Grantees are required to submit a Final Project Report of project accomplishments at the 

conclusion of the grant. Final Project Reports are due 90 days after the expiration of the agreement. 

Reports should be submitted electronically as PDF or Word via e-mail, thumb drive or CD. 

The Final Project Report will summarize the project and describe methods, quality control, 

findings, and recommendations. Final Project Reports should be prepared by or under the supervision of 

the project’s principle investigator. Preparing thorough interim reports as the project progresses will 

make the Final Project Report easier to develop. 

The Final Project Report should contain the following components: 

 Cover Page 

o Title of the grant or project 

o Name of the principal investigator or project manager 

o Timeframe covered by the report 

o Grant number 

o Date of submission 

o Deliverables identified on the grant agreement 

 Table of Contents 

 Executive Summary 

 Introduction 

 Background 

 Review of methods 

 Discussion of quality assurance 

 Findings 
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 Conclusions and recommendations 

 Appendices and Technology Review Criteria 

Executive Summary: A summary of the activities carried out during the project, difficulties encountered, 

major findings, and conclusions/recommendations. The Executive Summary should answer these 

questions: 

 What NRCS designated priorities were met with this grant? 

 What were the goals and objectives for this project? 

 What were the accomplishments? 

 Were the goals and objectives met? If not, what were the barriers to completion? 

 Was the project completed on time? If not, what were the reasons for extending the 
timeframe? 

 Who are the customers that benefit from this grant? 

 Were project funds spent as anticipated?  If not, describe major changes in the budget. 

 What methods were employed to demonstrate alternative technology in this project? 

 What were the quantifiable physical results from this project? 

 What were the economic results? 

 Are there Federal, State, and local programs that may be used to implement this 
project? 

 What are the major recommendations resulting from this project? 

 

Introduction: The Introduction should set the stage for the discussion that follows. The Introduction 

and some of the following sections will expand on material that was condensed in the Executive 

Summary. At a minimum, include the following items: 

 A brief overview of the project: who, what, where, when, and how (key personnel and a 

description of their qualifications). 

 Project goals and objectives (including those designated in the NRCS grant request). 

 The scope of project tasks. 

 Business or academic relationships that facilitated the project, including leveraging (both 
direct and in-kind support). 

 How the project was funded. 

 

Background: Describe the factors that lead to the development of this project. Include the 

following items: 

 What is the problem the project was intended to address? 

 A brief account of previous attempts to solve the problem. 

 How the problem is usually dealt with today. 

 What agriculture or environmental sector could benefit by this project? 

 What natural resource issues are addressed? 

 The negative effects of the problem on the environment, the community, or the 
producer’s economic welfare. 
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Review of methods: Describe the physical and analytic activities of the project. Include the 

following items: 

 Explain what was innovative about the project, in terms of the equipment used, the 
management process employed, changes in timing, or anything about the project that 
makes it different from standard practice. 

 Compare the innovative portions of the project to existing practices to show differences in 
labor input, materials input, economic input and return, changes in production, or changes in 
the fate and transport of pollutants. 

 

Review of methods (continued): 

 If components of the project revolve around marketing an alternative product 
(example: composted manure), describe how the market was analyzed, economic 
projections, and any actual marketing activity that took place. 

 Describe what the producer did differently to accommodate the project, in terms of labor, 
maintenance, obtaining materials, feeding, milking, pasturage, cropping, or any other 
operation adjustments. 

 Include a schedule of events that shows when components were built or installed, the 
period of time that data was collected, and any adverse events such as storms or 
equipment failure that affected the project. 

 Include maps, diagrams, and other material that shows the location of the project, 
location of equipment and facilities, environmentally sensitive areas, etc. 

 Summarize what worked, what didn’t work, and why. It is important to know if parts failed 
or processes did not behave as expected, or maintenance was different than expected, in 
order to assess future projects. 

 What would be done differently in this project if it were started today? 

 

Discussion of quality assurance: Describe the steps taken to ensure that data from the project 

are valid.  Include the following items: 

 Project site description: characteristics of the site, sample locations, rationale for 
locations, map, etc. 

 Sampling design - Include the precision level of measurements, completeness (will data be 
sufficient), how samples and measurements truly represent what is occurring, and 
comparability (can the project situation be compared to real-life situations). 

 Sampling procedures - Describe collection methods, collection frequency, equipment used, 
volume or amounts sampled, and how samples are handled, stored, and transported. 

 Custody procedures - Describe chain-of-custody procedures for samples and data. 

 Calibration. What, if any, field equipment will require calibration and how will it be 
done? 

 Sample analysis and quality control. Cite analytical procedures to be used in the field or 
laboratory, sub-sampling or sample preparation, units of measure to be used. Describe limits of 
detection. Describe quality control processes. 

 Discuss data reduction, analysis, review, and reporting. How raw data is converted and 

presented, who reviewed it, and how the final presentation was derived. 
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Findings: Enumerate the physical and economic findings of the project. Show how the findings did 

or did not support the goals of the project. 

 

Conclusions and recommendations: Summarize the conclusions to be drawn from the project, 

recommend how the technology should be studied further, how it should be brought into common 

usage, or why the technology is deemed to be not useful. If the innovation or technology is 

recommended for common usage, include operation and maintenance recommendations. 

Identify the next steps in bringing this technology to the field. 

Appendices: Place in the appendices any of the following items that the Final Project Report contains: 

 Raw data 

 Laboratory reports 

 Description of testing methods 

 Specifications for manufactured equipment or parts 

 Process flow charts 

 References 

 Budget information 

 Survey results 

 Maps 

 Worksheets; 

 Public meeting minutes 

 Publication lists 

 Any other supporting information not essential to the main body of the report 

 

For Technology Review Criteria:  If the process or methods in the project are recommended for field 

use, include as an appendix the following items, which will facilitate reviewing the new technology for 

potential field use. 

Technology Review Criteria for Alternative Technologies (to be applied under Existing 

Practice Standards) NOTE:  If the Technology Review Criteria (see below) are not appended to the 

Final Project Report, no recommendation for field use of new technology will be carried out unless 

specifically requested by an NRCS State Office, at which time the Criteria will need to be developed 

and submitted by the grantee. 

NRCS Conservation Practice Standards (the standard) have been developed to facilitate 

implementation and cost sharing of conservation methods and technologies. NRCS will review 

technologies that have the potential to be applied under these standards. It is not the intent of NRCS 

to provide approval or disapproval of technology for a specific cost-share application. 

The decision to implement and provide cost share funds for measures and technologies rests with the 

State Conservationists and their technical and program staff members. Technology Review Criteria 

will be prepared by the technology provider, not by NRCS staff, and will contain the following: 
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 A description of the technology (process, method, equipment, or proprietary item) or 
measure. 

 An explanation of how this technology or measure will accomplish one or more of the 
purposes of an existing standard. 

 Process monitoring and control system requirements, if applicable. 

 An example of warranties on all construction materials, equipment, or applied processes not 
covered by other NRCS Conservation Practice Standards. 

 An operation and maintenance plan that includes performance monitoring requirements and a 
replacement schedule for components that will not last for the practice lifespan. 

 Estimated installation and annual operation cost. 

 Contact information for individuals that have implemented this technology successfully. 

 Independent, verifiable data demonstrating results for the use of the measure, 
equipment, facility or process in other similar situations and locations. 

 The credentials of the individual collecting the data along with a disclaimer of any 

conflict of interest on the part of the individual. 

 Contact information for the technology provider. 

 

Upon receipt of this report, NRCS will estimate the time required for review and report back to the 

grantee and other concerned parties. NRCS will review the information in the report and verify the 

information where possible. NRCS will consult technical specialists as necessary to ensure a thorough 

review.  Upon completion of this review, NRCS will provide a report noting the strengths and 

weaknesses of the measure, equipment, or technology as well as a recommendation on the potential 

for successful implementation. 
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Conservation Innovation Grants 

Agreement Modification Request Checklist 

(Please be sure to submit a completed packet with all of the following information) 

 

Organization:       

Name:         

Address:       

Phone:         

Email:       

 

Name of project:        

Grant start date:       

Grant end date:       

Through date of last project report:       

 

My organization is requesting (check all that apply): 

  A no-cost extension of the grant deadline 

  A change in scope or deliverables 

  A change in sub-contractual agreements 

  A change or absence of project leadership 

  A transfer of award 

  A revision of the grant budget 

 

Instructions.  Review documentation requirements below and submit additional documents as applicable. 

 

1)  No-cost extension –  

 

  Length of additional time (up to 12 months) required to complete the project   

  Summary of progress to date  

  Estimated funds to remain unobligated on the scheduled expiration date 

  Updated projected timetable to complete project 
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  Status of cost sharing to date 

 

2)  Budget revision –  

 

  Indicate from which budget item  

  Indicate the amount of funds to be moved 

  Indicate the new purpose for which funds will be used 

  Submit a new SF-424 form and budget narrative  

 

3)  Change in scope or deliverables –  

 

  Narrative explaining the requested modification to the project purpose or deliverables 

  A description of the revised purpose or deliverables 

  Signatures of the authorized representative, project director, or both 

 

4)  Change in sub-contractual agreements – 

 

  Justification for the proposed sub-contractual arrangements 

  A statement of work to be performed 

  A detailed budget for the subcontract 

 

5)  Change or absence of project leadership –  

 

For temporary absence or reduction in duties.  If project director relinquishes active direction of the project for more than 3 
consecutive months or has a 25 percent or more reduction in time devoted to the project 

  

  Identify who will be in charge during the project director’s absence 

  Include the qualifications and the signature of the replacement, signifying his or her willingness to serve on the project 

 

For permanent removal from project leadership.  If project director severs his or her affiliation with the project, the grantee 
may make a request to -  
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a) Replace the project director – 

  Include the qualifications and the signature of the replacement signifying his or her willingness to serve on the project 

 

b)  Subcontract to former director’s new organization –  

  Request approval to replace the project manager and retain the award (reference replace the project director requirement) 

  Subcontract to the former project director’s new organization certain portions of the project to be completed by the former 
project director (reference change in sub-contractual agreement requirement.) 

 

c)  Relinquish the award –  

  Submit a letter signed by the grantee and the project director that indicates that the grantee is relinquishing the award  

 Include the date the project director is leaving 

 Summary of progress to date 

  Attached a final Standard Form (SF) 425 reflecting the total amount of funds spent 

 

6)  Transfer of award –  

  The forms and certifications included in the original application package 

  Summary and work statement covering the work to be completed under the project (deliverables and objectives must be 
the same as those outlined in the approved proposal) 

  An updated qualifications statement for the project director showing his or her new organizational affiliation 

  Any cost-sharing requirements under the original award transfer to the new institution; therefore, cost-sharing information 
must be included in the proposal from the new organization 

 

Signature:               

Date:       

 

Submit to -  

CIG Program Manager 

NRCS Technical Contact 

Copy CIG inbox at nrcscig@wdc.usda.gov 

 

NRCS will forward a letter of approval or disapproval within 30 days of your request.  Please contact the CIG Program 
Manager if you do not receive feedback within 30 days.

mailto:nrcscig@wdc.usda.gov
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